Agency Training Liaison (ATL)

New Worker Training

Welcome to New Worker Training! Your role in this training process with each new
worker is an important one. This letter explains how to get started.

It is important for you to understand your role in the training process for your new
worker. Enclosed with this letter are some forms and instructions for you and your new
worker to prepare for New Worker Training. These include:

e Registration Profile

e DWD Extranet access instructions

e CheckKlist for Online Courses

Registration Profile

The registration Profile must be completed as soon as possible and submitted to the
DWD/DHFS Learning Center (LC), the DWD/DHFS registration database. All
independent study curriculum and class registration for New Worker Training is
accessed on line. In order to use these systems, the worker must have basic
information already entered into the system. Prompt completion of the Registration
Profile will ensure a problem-free registration process.

Once the Registration Profile is completed and the information entered into LC, the
curriculum for the new worker will be available. The curriculum and all required topics
are accessed through PTS LC located at http://www.uwosh.edu/ccdet/wss/ under My
Information. All of the required topics will be accessed through the worker’s LC
account. As topics are completed it will be recorded in the curriculum and entered on
the transcript.

DWD Extranet Access

You must complete for DWSW-10-E and DWSW-11E to obtain access to the DWD
Extranet and other systems requiring a logonID and password. New workers will be
directed, throughout New Worker Training, to access a variety of information located on
the DWD Extranet so it is important that the access be available as soon as the new
worker training process begins.

Additional System Access

You will also need to review the specific job function of your new worker and define the
various systems that s/he will need access to. These may include, but are not limited
to: CARES, MMIS, EBT, KIDS, etc. In addition, be sure to request a WAMS ID at
https://on.wisconsin.gov/wimap/selfreg/WAMS.jsp for systems access.
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Checklist for Online Courses

Attached to this letter you will also find a checklist that outlines the computer
requirements and plug-ins needed to access the online courses contained in New
Worker Training. Review this checklist to be sure that the computer your new worker
will be using is equipped with the necessary items.

Additional Preparation

Independent Study and Prerequisites

Independent study is one of the methods used. The purpose of these independent
study topics is to assist the new worker in obtaining background information, and to help
him/her prepare for classroom training. Many independent study topics are
prerequisites for classroom training. The intent of these prerequisites is to give the new
worker a base of knowledge in advance of the class. This base knowledge will help the
new worker participate in the variety of activities and methods built into the classroom
training. Independent study will not be completed in class, but will be built upon and
reinforced throughout the classroom experiences.

All prerequisites must be completed prior to attending the classroom training. The new
worker will receive a confirmation letter prior to each class. You must verify his or her
completion of the prerequisites by signing this confirmation letter, which s/he will bring
to class. A PTS representative will collect these letters. If the new worker has not
completed the prerequisites and does not present the signed confirmation letter, s/he is
not eligible to attend the class.

If the new worker has any questions while completing any of the independent study
topics, s/he can discuss them with you or with the contact person listed for each topic.
S/he may also bring specific questions to the classroom training for assistance from the
trainer.

In addition, a Learner Support webpage is located at:
http://www.dwd.state.wi.us/dwspts/res learnersupport.htm to assist workers in
assessing their readiness and needs for distance learning and to support them
throughout the distance learning process. Access this site whenever you have
guestions related to distance learning or working independently on your New Worker
Training independent study topics.
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Concluding Thoughts

Through your efforts and through the partnership between your agency and training, we
believe your new worker will be more successful and more comfortable in his or her
position when s/he has completed New Worker Training.

If you have any questions related to New Worker Training, feel free to contact either
Lynda Fischer (for TANF/CC issues) at lynda.fischer@dwd.state.wi.us or 608-576-5891
or Carol Hazlewood (for IM issues) at carolhaz@centurytel.net or 920-346-5715.

PTS and its trainers look forward to working with you as your new worker begins this
training process!

Sincerely,
Lynda Fischer - DWD New Worker Training Operations Lead
Carol Hazlewood — DHFS New Worker Training Operations Coordinator
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Checklist for New Worker Logon IDs

At a minimum, the following steps must be completed prior to the new worker attending
the first classroom session:

1) For DWD Extranet access, create a DWD Login Account through the following
website: https://www.dwd.state.wi.us/accountmanagement/accountcreation.aspx
(Note you will need this login to complete the DWSW-10-E and this account is
used to access multiple systems).

2) Set up CARES Mainframe and CARES WorkerWeb access by submitting the
DWSW-10-E and DWSW-11-E forms. (Two e-mail confirmations will be received
by the new worker.)

3) The new worker needs to know their CARES Mainframe ID and password and
their WAMS ID and password.

4) The new worker needs to “test” their WAMS logon at their office prior to attending
class to be sure that it is working properly.

N System Form Access
Required
WAMS N/A https://on.wisconsin.gov/wimap/selfreg/WAMS/jsp
CARES MF
DWSW-10-E | https://workweb.dwd.state.wi.us/forms/dws/DWSW 10 E.htm
CWwW Enter SAVE under “Other” on the form.
and
KIDS https://workweb.dwd.state.wi.us/forms/dws/DWSW 11 E.htm
EOS DWSW-11-E
SAVE
DWD
Extranet
Self-register
CCPI https://www.dwd.state.wi.us/accountmanagement
CSAW
EDSNET EDS Security (608)221-4746 x3719
ACD DWSW- https://workweb.dwd.state.wi.us/forms/dws/DWSW 13916 E.htm
Webl 13916-E
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Accessing the DWD Extranet Websites

The DWD Extranet is a copy of the internal DWD websites that sits outside the firewall.

To access these secure websites, use the following directions:
1) Open your Internet browser.

2) Go to: http://workweb.dwd.state.wi.us

3) A logon window will appear asking for a username and password.

4) Enter your username and password.

NOTE: If you put a check in the Save password box, the next time you try to access

these servers, your password ID and password will be automatically filled in.
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Partners in Giving special event:

The Ul Division will sponsor a craft, garage and baked good sale, Tuesday, Oct. 19, 12:30-2:30 in H306, and
a root beer float and ice cream social on Wednesday, Oct. 20, 01:00-2:30 in H306. Come and enjoy the
bargains while you are eating and then come back the next day for dessert! Thank you in advance for giving.
For more info on the campaign, check out our Partners In Giving website

Dual Choice Enrollment Period:
October 11-29, 2004 is the Dual Choice Enrollment period for health insurance coverage effective January 1, 2005.
Information on changes can be found at 2005 Health Insurance Coverage Changes.

2005-2007 Non-rep Compensation Plan Meetings:

The Office of State Employee Relations will be holding meetings for all non-represented classified and unclassified
employees covered by the State of Wisconsin Compensation Plan to field employee questions and suggestions
regarding the 2005-2007 Non-Rep Compensation Plan. more information

PAE D ) Misrsare Microsoft Office 2003 Upgrade Project:
h Offlce DWD is on the process of upgrading the Microsoft Office Suite. Staff can find answers to frequently
= '2003 asked questions at the Microsoft Office 2003 Upgrade Project website.
r e DWD's 200507 Biennial Budget Request:
DWD's 2005-07 biennial budget request has been submitted to DOA. The budget was developed to align with Governor
Livingwell Doyle's priorities for Wisconsin: to grow our economy, to strengthen our workforce, to ensure that children and families

Tip of the Week have the opportunity to flourish and to improve government efficiencies. DWD's budget summary

Update To DWD Internet Home Page:
DWD's Internet home page now lists statutory & administrative councils. These councils advise and assist us in the
delivery of our programs. The councils and their links are - Wisconsin Rehabilitation Council, Unemployment Insurance

v B

Employee Resources

:: E-Board

:: Employee Assistance
:: Employee Education
:: Health & Safety
 LMAC

:: News Bites

:: Payroll & Retirement
Policy Manual

:: Incident Management
& Preparedness

:: Virus Info

:: Weather Info

:: At Risk Resources

:: DWD Job Opps

:: At Risk Job Opps

:: Transfer Opportunities

:: Submit Cost Savings
Suggestions

Advisory Council, Council on Workforce Investment and Worker's Co ion Advisory Council (WCAC)
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Checklist for PTS
Online Courses

0 Your Computer

All State Standard computers will support online courses.
The specific requirements are:

A Pentium processor, at least 16MB RAM, 10MB hard drive
space, a web browser with the appropriate plug-ins installed,
and access to the internet.

0 Browser
Examples include: Internet Explorer 3.0 or higher / Netscape
Navigator 3.0 or higher

0 Plug-ins
There is only one plug-in needed to access the online
courses at this time. That is the Authorware Web player.

0 Printer

0 Read the instructions that are specific to each course.

0 Find the contact person for the course so you know who to
contact with questions regarding course content.

0 Visit any web pages that are part of the course. Add these
pages as bookmarks (Netscape) or favorites (Internet
Explorer)

0 Get logon instructions from your ATL or the course web site.
Put a copy of your username and password in a safe place.

0 Log into the course. Spend time exploring. If you have any
guestions or problems, phone or email the contact person
right away!
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